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Welcome to SmartDraw 2010

Communicate visually with powerful graphic visudike Flowcharts, Org Charts, Mind &ps,
and so much more using the quick automatic controls of SmartDraw.

Building a visual is as simple as a few clicks of the mouse! All you have to do is choose the
template for the visual you want to build and ue visuadd LISOA FAO { YI NIt | y St u
click building tools, téet SmartDraw do the work for you

Yaur days of dragging, dropping, and manually spacing symbols are over.
YR 2y 0S @2dz2Q@3S FAYAaAaKSR 0 dzilitkR#pgftdptiéns, adhding A a dzl
you to animate and place your visual into a Microsoft PowerPoint® presentation, save your

visual as a PDF or other file type, or place your visual into Microsoft Word® or Excel®.

This User Guide provides detailed instructions in using these revolutionary conffolscan
find additional help in a variety of locations:
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The Resources Section of SmartDraw.com

+AAA0 2 dBRebour&s sedtidobackss to the SmartDraw Training Center, Tutorials,
Graphics Glossary, and more.

Communicate Visual
ly Free Download W Overview  Training Tutorek  Glossary Forum  Get Things Done

Get the Most Out of SmartDraw.

Welcome to your resource center for al things SmartDraw. Here you'l find everything from details on
how to improve the way you work with the product, to how to be more productive at work, and much

Visit our e-magazine

Working Smarter
more.
SmartDraw Training Center Tutorials Articles & eCourses
Get a quick answer to your "how-to” guestion In-depth instruction on how to implement Learn best-practice menagement technigues,
or become 3 certified SmartDraw expert. proven strategies and tactics to accomplish a presentation tips, and more from industry

wide range of goals. experts,
\'E A\

LAY v oV &)

Get Things Done with Forum Graphics Glossary
SmartDraw Discuss SmirtDraw and refated topics with other Comprehensive knowledae base on diagrams,
Browse articles and videos about how to be users and SmartDraw help desk associztes. info araphics, and visuals of all kinds.

more productive with SmartDraw.

Home | Videos | Features |Buy | Download | Resources | Examples | Support | About |Login | Search | Sitemap | Link toUs | Contact Us

All Righrs Resarved ©2005 SmanDraw.com
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Tech Support

Visit theSupportda SOG A2y 2F {YINIS5NI s6Qa ¢6So0aAiriasS F2NI I O
support phone numbers and Frequently Asked Questions.

SmartHelp

Within SmartDraw, you can click tl€ smartHelp button on the right side of any screen to

openan inscreen window of stepy-step instructions and tutorial videog. K 4 Q& 3INBF G A
the SmartHelp window will stay open while you work on your visual so that you can read along
without having to close it or change screens.

s Mk 0
e
A Z (e R Er N
L] e (o L
e r ———gp
/
T o Te SmartHelp x
4 @
= -
= Play Video
A !
£ i ¥
Use the Split Path Buttons
“ Add Text
Add 3 Line to Connect Two Symba.
Select Items in the Work Area
Move an Item in the Work Area

Resize Ttems in the Work Area
Adiust Connector Spacing

Find More Symbols

Change a Symbol to a Different .a
Add or Change Arrowheads
Change the Appearance of the Via.
Save Your Visual

Export Your Visual

Print or Share Your Visual
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Chapter 1: Building Vis uals Using SmartDraw

Opening a Visual Template
SmartDraw has many templates for the visuals it off&ach of these templates has special

A48GGiAy3a YR I aLSOALE aSd 2F oddidzya GKIG Y

important thatyou choose the right template.

2 KSy 82dz 2Ly {YINI5NI 65 &2dQff &a88 GKS
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SmartDraw

SmartHelp x

@

@
- A
Open a SmartDraw Visual [
Template

2D Templates
Recent )
Play Video
© Decuments
Charts & Graphs Floor Plan Flowchart
2 Templates d
To start a new visual, click on
Basics.
New
7~ 5
D [ Templates -
[ My Templates
Mind Map Network Diagram Org Chart PowerPoint® Storyboard

In the central Template Preview
Area, you'll find a few of our most
commonly used visual types.
simply dlick on a button to start
that visual.

=

Pr t Chart Timeli
roject Cha imeline Vaps e

L

Flowchart

Or you can click the More folder
to view more visual choices.

Search for Visuals Using
Keywords.

You can enter a keyword to search
for visuals. To do this, click the
Search button on the left side of
this window.

all i | B

The Home Screen

There are a few different ways to open a visual.

Start a Basic Visual Template

SmartDrawcom| Chapter 1: Building Visuals Using SmartD-



When you first open SmartDraw, notice tiBasicsare selected in thdeft-handcolumn of the
Home Screen. If you have opened SmartDraw before, this may not be the case, so click on

Basics
oy —
|_'_‘]}9 Search

MNew

fm Basics

B Templates

Recent
I3 Documents

) Templates

Ly GKS ¢SYLIX I{iS t NBOASSG ! NBlI X @&2dzQff FAYR 0dz
used visual types. You can click or @f these to get started right away. Or if the visual you

gl yli G2 ONBFIGS Aa y2i akKz2gy KSNBzZ Ot A01 GKS
templates.
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— 4 | oBect
o v [ A | wordart
T | Equation
73

Excel Chart

Search for a Template Using Keywords

If you know what type of visual you woulle to create, you can search for it using keywords.
Click theSearchbutton in the left column of the Home Screen.

This opens the Search bar along the top of the Template Preview Area.

SmartDrawcom| Chapter 1: Building Visuals Using SmartD



SmartDraw

_ ﬁ Home | |

The Search Bar

To get started, typ@a keywordh y i 2 G KS { S| NOK Asyodlipa, suggestions Sy (i NE
appear below. You can click on one of these to search for that suggestion, or cl* heon
next to the text entry field to run the search.

x |F‘r|:|j| | [ |

Project (Gantt) Chart Examples

Project Planning
Project
Projected
Projectile

Projects

Suggestions App_ea_r When You Type a Keywor
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Thefirst search result is shown in the Template Preview Area. You can view the other search
results by clicking thBreviousand Next buttons in the Search BaiWhen you have found the
visual you want to open, just click on it to get started.

Open More Specific Templates and Examples

In the left column of the Home Screen, clickmplatesunder New.

r.;.)-%
[ Search

MNew

B Basics

E Templates
Recent k

@ Documents

) Templates

In the Template Preview Area, there are several file folder buttons organizing visuals by their
function. Click on one of these to open it.
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More Symbols

Symbel Libraries

||armw| |[ Search ]

Click on a library name to preview

L) SmartDraw Explorer #
=) My Favarites

XX
2ol 0080 BE=
&¥ Lightin Ef ®®®®®g

ﬁ Drani Foute Sign...

%Em‘@iﬁﬁfﬁv@ﬁ>@

-5 Search Resulks
E uide Signs
E Requlatory Signs 2
ﬁ Warning Signs
E Warning Signs 2 M
ﬁ Cave E%wings

E Metap Dauble-click name to apen. ute Sign {... State Route Sign (... County Route Sig...

Interstate Route S.. Off-Interstate Bus.. Off-Interstate Bus...

JCT| [NORTH|

ICT (M2-1) Morth (M3-1)

B Fres| |29 () [aa) 05 5] =0 =

AST

SOUTHI | WEST | v

EStairs E“EHE]IEHL# Iﬂi@

(“cioze | [[open tbary | [ 0%

yaARS (KSasS F¥2f RSNERX &2 dzQf f

When you find the visual you want to create, click on it to get started.

TAYR OAadz €

~

a
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G GKS (2L 2F GKS 12YS8S {ONBSys Omm@aic@FAyR
Forward buttons, /a'Home button andbreadcrumbs

a ﬁ Home | Quality Manag... | Examples Mind Map Exa...

The Navigation Bar

TheBackbutton will revert the Template Preview Area to the last screen it had shown. Once
you use the Back button, tHeorwardbutton becomes available so that you caurn to the
screen you had been viewing when you clicked Back.

TheHomebutton will take you back to the top level of the Home Scre@émthis case, as if you
had selectedremplatesunder New again.

The rest of the Navigation Bar is devotediteadcrunbs. Each breadcrumb is a link to a page
in the path you took to reach your current location in the Template Preview Ahast. click on a
breadcrumb to go back to that page.

Open a Recently Used Visual

In the left column of the Home Screen, clidicumentsunderRecent In the Template Preview
Area will be any saved file you have created or opened with SmartDraw. Simply click on the
visual you would like to revisit.
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Vo —
E‘i% Search

MNew

[h Basics
h Templates

Recent

[h Ter'ntes

Open a Recently Visited Template

Even if all you did was open and close a tergpl&martDraw records which templates you open
so that you can quickly find them again. ClieknplatesunderRecentin the left column of the
Home Screen to view these recently visited templates.
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fP—

@ Search

MNew

h Basics
B Templates

Recent

h Documents
E Templates

The last template visited is the first on the list.

Using the Application Screen to Build a Visual

hy OS @ 2 dzQe@iSualzehdiateSyRu will arrive at the Application Screen, where you will
be able to create your visual.
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“amnde Tha—a P e =
rnariFae ™ e
]
[ -
- - -
— - i Play video
£
" " Add Brrinh
u [ET - U the Spt Path Butiors
sl Wand
Add » Lea iz Conract Twd Symba
shanm sl . T g o e WO e &
@ © | e | o Mgrod . Do i g Yoark dena |
B Lo | kB | i | i B
Bempe [le=u & P Wit Lrgs o
pls Bwth Adpast Conmedor Speong
- - Ly L
- '+| ] 3 ] Fird Mo Symiboln
Changa & Syboll i 8 Deflarent s
FE—
A2 B CRdgs Arvtmbakdd
L] e W Appasrarn of e ia
L Bk Vi el
Work Area et o viana
[P
Prank o Shar Your Wl
[T =
£ O
Arpririalp
g v
SmartPanel SmartHelp

The Flowcharts Application Screen

There are four basic regions on this scretie Work Areg the Ribbon SmartPaneland
SmartHelp
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The Work Area
Your visual will be built in the Work Area. As you add more symbols to it, the Work Area will
automatically grow to make room

Although the Work Area looks like a single page, yiiuo& able to split the Work Area into
multiple pages prior to printing your visual. This is something you should keep in mind, since a
large visual printed on one page may have to be decreased in size so much that it becomes
illegible. For more on thiseePrinting a Visual

The Ribbon
The Ribbon contains all of the buttons you need for the basics of manipulating items in your
visual. The buttons there never change for any visual. The Ribbon is divided into a set of tabs
which sort the buttondased2z Yy G KSANJ Fdzy Ol A2y @ C2NJ SEI YLX S=
and formatting tables.

Home | Design  Insert Page Table Chart Picture PowerPoint®  Review Help

The Ribbon Tabs

Each tab is subdivided into groups which further organize the buttons. For example, in the
image below, the Picture tab is divided irdaroupof options for inserting a picture, a group for
changing the size and shape of the picture, and a group for editing the brightness and contrast
of the picture.
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h
‘“"J Home Design Insert Page  Table Chart | Picture | PowerPoint®  Review

From Picture Open Capture Pan & Crop Trim to Brightness  Contrast
Camera Folder  Picture Webpage Zoom - Shape - -

.

Get Images Picture Size Exposure
The Picture Tab

C2NJ Y2NB 2y (KS odzid2ya ¢€sglhdpter?EhRRitbani KAy (KS

Just above the Ribbon is tisamartDraw buttonand Quick Access Toolbar

Home | Desion  Insert Paoe Takble

The SmartDraw Button and Quick Access Toolbar

The SmartDraw button opens a menu containing functions sutteas Save Export and
various other options fosettings.
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The SmartDraw Menu

The Quick Access Toolbar has a series ofttioke buttons:Undo, Redq New, Save Print, Save

as PDFExport to Microsoft Word®Export to Microsoft PowerPointR®andExport to Microsoft
Excel®

¥ TheUndobuttonremovestts f I & I OGA2y @&2dz LISNF2N¥YSR 2V
your action. You can undo up to 100 actions at any given time.

B TheRedodo dzii G2y Aad dzaS¥Fdz AT &2dz dzaS (2 dzyR2 0 dzi
removed by clicking Undo will be omagain performed when you click Redo. You can redo
y@GKAY3 &2dzQ@S dzyR2yS dzyiAft @&2dz LISNF2NY |

_1 TheNew button will open the Home Screen so that you can choose a template to open. If
the currently open visual has had any chas made to it, clicking on a new template will
start a new instance of SmartDraw, leaving the current visual open. If you click New while

the template is still unchanged, the current template will be closed and the new template
opened in its place.

k-l The Savebutton will open the Save dialog box, where you can name your visual and specify a

location for the.SDRile on your computer. If you click the Save button again, it will simply
save the file without the dialog box.

= ThePrint button will always open the Print dialog box, where you can select a printer,

specify which pages and how many copies to print, and change some settings for how your
visual will be printed.
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& TheSave as PDsutton opens the Export dialog box, where you can name your visual and
specify a location for the .PDF file on your computer. You cannot use SmattDedit/the
PDF file that is created, but this file format is handy for sharing the visual with your peers.

=1 TheExport to Microsoft Word@utton instantly places your visual into a Microsoft Word®
document. If a document is already open, the visual will be placed on a page there. If not, a
new document will be opened, and the visual will be placed on thedage.

=) TheExport to Microsoft PowerPoint®utton instantly places your visual into a Microsoft
PowerPoint® presentation. If a presentation is already open, the visual will be placed on the
last slide there. If not, a new presentation will be operaal] the visual will be placed on
the first slide.

B TheExport to Microsoft Excel®utton instantly places your visual into a Microsoft Excel®
workbook. If a workbook is already open, the visual will be placed on a sheet there. If not, a
new workbook wl be opened, and the visual will be placed on the first sheet.

SmartPanel
In contrast to the Ribbon, each visual has its own unigoartPanelwith controls specialized
to building that particular visual. Some will have symbol galleries for addingosynokhers
KIS a! RR ¢SEGE¢ odzidzyas FyR Ylyeé KIFI@S &aLISOA
ancestors, and so on.
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Add Left | Add Right |Add Above| Add Below Show Dimensions
Split Path E Measure Distance
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Adjust
Text .
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A Add Text
m Add Wall Opening
Lines
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[ Line Shape -
{ ] Mowe Outli
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The Flowcharts SmartPanel and the Floor Plans SmartPanel

Many SmartPanelsuch as that of Flowcharts shown abosmploy Automatic Shape

Connectors, which means you will not only add a symbol, but it will also be connected to
another symbol already in the Work Area, with perfect spacing and placement. These give you
the ability to produce your visual with record speede will further discuss Automatic Shape

Connectors ifChapter 3

As you may notice in the images above, every SmartPanel has a button for opening SmartHelp at
the bottom.

SmartHelp
Because each visual is different from the others, SmartDraw has-giseeficSmartHelp

focusing orhow to use SmartPanel and thé&Bon to build the visual for which your template
was intended.Many tasks discussed in SmartHelp also have a link tdéased video which

showsyou how to perform that task.
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Use the Split Path Buttons [
Add Text [
Add a Line to Connect Two Symbk.

Select Items in the Work: Area  »

Mowe an Item in the Work Area »

Reszize Items in the Work Area
Adjust Connector Spacing [
Find More Symbaols »
Change a Symbaol to a Different .&
Add or Change &rrowheads [
Change the Appearance of the Vik.
Save Your Visual [

Export Your Visual [

Hewvm an Fam o tha Work ks ¢
FRause Bema n the Wors Ares »
ARt Coaaeiitis §pdia]

Forall Mg avvdemile

Chisnga & Byl 15 & Cilpierd o
Sdd 2+ Chargs Brrowbasdy
Charnga tha Bpgssrarcs of e Wi
Baws Your Vs
Bupssn Towr vigssl

e B i Vel




By default, SmartHelp is closed so that you have more room in the Work Area. To open
SmartHelp, you can cliédpen Helpn SmartPanel. Or you can clid&lpin the title bar of the
Work Area

SmartHelp does not open in a new windamhich means you can keep it open while you build
your visual.This way you can follow along without having to close it to do the next step.

Adding Color and Style to a Visual
SmartDraw makes adding color to yowsual just as easy as building it.

Themes
You can change the entire color scheme of the visual with a single Thelknegprovide a

professional, colecoordinated appearance to the entire visual. In themetab, just click on a
theme in theThemegroup and all colors are instantly changed.

—_— e
= [ |
Arroviheads — Quick
- ._] Styles,

-~ Built-In
? Rulers
[ |
I | (I .
[ ]
Astra Chisanthemurm
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